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I. PURPOSE:

To describe the procedure for daily shift transfers.

II. DISCUSSION:

This SOP applies to the shift supervisor coming off duty and the paid staff (and any volunteers) coming on duty at the time of shift transfer. This procedure details the content and timing of shift transfers. Completeness and conciseness are important. A typical transfer should be 10 minutes or less.
III. PROCEDURE:

1. Prior to shift transfer the outgoing shift supervisor shall verify the daily checklists are complete and signed by all staff working on the shift. The checklist packet should be filed in the appropriate inbox. The outgoing shift supervisor shall verify the station 1 recreation room, meeting room, kitchen and apparatus bay are clean and picked up (no cups, cans left out, dishes put away, sink clean, etc.). 
2. The outgoing and incoming shift supervisors shall conduct a brief meeting. The outgoing shift supervisor shall give a report to include:
a. Issues encountered during the previous shift

b. Status of all apparatus

c. Known issues still outstanding at transfer

3. During the shift supervisor meeting the incoming shift supervisor shall notify the outgoing shift supervisor of any outstanding items. The outgoing shift supervisor shall make sure the outstanding items are corrected immediately. Once the items are addressed the transfer is complete and the outgoing shift is off duty.
4. At the start of each shift the incoming shift supervisor shall conduct a meeting of all incoming staff. The shift supervisor will assign riding positions for staffed apparatus per SOG 401.02 STAFFED APPARATUS RIDING ASSIGNMENT and convey any other necessary information (ex: daily  tasks, special events, training, etc.)
